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1. Purpose. This regulation prescribes policies, procedures,
gui dance, and inplenenting instructions for establishing and

mai ntai ning a duplicate energency files managenment programw thin
the Arny Materiel Command (AMC). The inplenenting instructions

i ncl ude- -

a. The docunentati on of essential war functions on DA Form
4541, Essential CGeneral War Function Statenent (EGAFS).

*This regul ati on supersedes AMC-R 25-2, 25 August 1989.
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b. The identification of docunments required to perform
essential functions during energencies. This includes Survival,
Recovery and Reconstitution of AMC organi zati ons.

c. The selection, distribution, filing, storage,
saf eguardi ng, accountability, and inventorying of docunents and
related material placed in Duplicate Emergency Files Depositories
(DEFD) in support of Chapter 5, AMC Survival, Recovery and
Reconstitution System AMC Mobilization and Qperations Pl anni ng
and Execution System ( AMC- MOPES) .

2. Applicability/scope. This regulation applies to
Headquarters (HQ AMC, AMC maj or subordinate conmmands (MsC) and
subordi nate installations and activities; AMC

pr ograni proj ect/ product managers (PM; and separate activities
reporting directly to HQ AMC. Program executive offices (PEO and
PM supported by an AMC MSC are invited and encouraged to use the
AMC Dupl i cate Energency Files Program (DEFP) and AMC depositories.

3. njective. The objective of the AMC DEFP is to ensure that
AMC activities identify and naintain at designated sites essential
docunents they need to acconplish their essential functions during
a national energency. This objective is acconplished by--

a. Positioning energency files at designated Emergency
Rel ocation Site (ERS) (HQ AMC only), Alternate Headquarters (AH),
and the AMC Master Duplicate Energency Files Depository (NMDEFD).

b. Requiring that the Duplicate Emergency Files (DEF) be kept
in a state of currency and readi ness at all tines.

c. Designating the EGAFS, (DA Form 4541), as the primary
docunent for identifying specific actions, docunents, and
automati c data processi ng (ADP)/comuni cati on automati on support
required to performessential war functions.

d. Requiring periodic contract between functional
representatives of staff activities of the primary headquarters
and desi gnated counterparts at AH.

4, Essential General War Function Statenent (EGWFS). a.
EGANFS are an essential conponent of the DEFP because they provide
the details necessary to carry out the essential war functions
listed in the AMC-MOPES and identify the docunments and

ADP/ conmuni cation requirenents needed to carry out these
functions.
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b. At least one EGAFS will be prepared for each essentia
war function listed in the AMC-MOPES. EGAFS will be prepared in
sufficient detail to provide the information that will enable
energency personnel at the ERS or AHto performthe function
identified on the form As nmany EGANFS as are necessary wll be
prepared to provide the |level of detail needed. For exanple, an
essential war function listed in the AMC- MOPES may have severa
subfunctions (Item 4 of DA Form 4541). A separate EGAFS nmay be
required for each subfunction. Likew se, a separate EGNFS may be
required for each phase of the nuclear attack period if required
actions are different during each phase. To illustrate, an
essential war function listed in the AMC-MOPES with 4
subfunctions, to be performed during Survival, Recovery and
Reconstitution, and may require the preparation of 12 EGAFS.

c. EGANS will be under continual review and updated whenever
significant changes occur. They nust be in agreenment with the
essential war functions checklist in AMC-MOPES, and nust be
updat ed si mul taneously with any change in the AMC- MOPES checkli st.

d. The EGAFS is the primary docunent for determ ning
information and informati on system support (especially automation
and tel ecomuni cations) which the AH and the ERS require to
acconplish their respective m ssions.

5. Relationships. Relationships anong DEFP, the AMC- MOPES, and
the Autonation Data Processing Continuity of Operations Plan ( ADP
COOP) :

a. The DEFP provides policy and procedures for maintaining
dupl i cate docunents in designated energency files depositories in
support of all AMC continuity of operations and reconstitution
pl ans.

b. AMC- MOPES provi des gui dance and procedures for
nobi | i zati on and wartine operations, and identifies essential
functions to be performed during energency conditions.

c. The ADP COOP Programis described in DA PAM 25-1-1,
Instal lation Informati on Services. The ADP COOP has two basic
aspects: continuity of operations under peacetinme conditions
whi ch can include the use of alternate ADP COCOP sites; and
enmergency necessitating the activation of the ERS or AH  ADP
support requirenents for peacetine conditions will be determ ned
by the supporting Defense MEGA Center (DMC). ADP support required
at an ERS or AHw Il be identified in Item 10 of the EGAFS.
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6. Categories. DEF will be divided into two categori es:

a. Category A - DEF maintained by all elements utilizing an
AH and/or ERS. These files nmust contain current data needed to
perform
essential functions at the AH or ERS | ocation during the Survival
and Recovery phase. Category A files may be further divided into
subcat egori es:

(1) Subcategory Al - DEF required by HQ AMC to operate
fromthe ERS. (Only HQ AMC staff elenents store records at the
ERS.)

(2) Subcategory A2 - DEF stored at an AH which are
necessary to performessential functions of the incapacitated
primary headquarters for a short period of tinme.

b. Category B - Reconstitution Files. Files provided the AMC
MDEFD to be retrieved to establish the nucleus of a reestablished
headquarters. These files would permt the headquarters to begin
functioning after any concei vabl e circunstances whi ch woul d result
in the | oss of records on hand.

c. Al AMC elenents will store their category B files at the
AMC MDEFD: this includes those not assigned an ERS or AH.
Exception to this policy will be specifically approved, through
the chain of conmand, by HQ AMC, ATTN. AMCLG RO, and identified
in the COOP (AMC- MOPES, Chapter 5) and activity inplenenting COOP
pl ans. The address of the MDEFD is unclassified, and is as
fol | ows:

MAI LI NG ADDRESS: FRE| GHT ADDRESS:

U S. ARWY | NDUSTRI AL U S. ARWY | NDUSTRI AL
OPERATI ONS COMVAND OPERATI ONS COMVAND

ATTN.  AVBI O DW (A) ATTN.  AVBI O DW ( A)

P.O BOX 392 P.O BOX 392

ATCH SON, KS 66002- 0392 6675 SHERMAN ROAD

ATCH SON, KS 66002-9801

d. AMC prograni project/product nmanagers will store DEF
(subcategory A2) at the AH, when applicable, and reconstitution
files (category B) at the AMC MDEFD until they can input into the
Digital Data Repository (DDR). Once they are able to input into
DDR, their images wll be stored on optical disks at the DDR COOP
site.

e. Program executive offices and their prograni project/
product nmanagers supported by AMC MSCs are invited and encouraged
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to use the AMD DEF program and the AMC MDEFD for storage of vital
enmer gency backup/reconstitution files.

7. Responsibilities. a. Commnders of MSCs, separate
reporting activities and installations will--

(1) Designate a DEF Program Manager (DEFPM of sufficient
grade and organi zati onal placenent to effectively manage t he DEFP
for the activity.

(2) InformHQ AMC, ATTN. AMJI O F and the appropriate AH,
of the nane, office synbol, and DSN (Secure Tel ephone Unit (STU)
11, if available) of the DEFPM

(3) Analyze all requirenments for the DEFP and furnish
i npl enenti ng guidance to their conmand, installation, or activity.

(4) Maintain category Afiles at the designated AH and
category B files (reconstitution files) at the NMDEFD

b. Deputy Chiefs of Staff and heads of separate staff offices
| ocated at HQ AMC wi | | - -

Designate a functional representative and an alternate for
their staff activity. The designated functional representative
(DFR) must be of sufficient grade and stature, and know edgeabl e
of the functions of the staff activity as to be able to perform
the duties prescribed by this regulation and to nake deci sions
for the head of the el enent, when necessary. Provide the MDEFD a
listing of all AMC DFRs, to include office synbol and tel ephone
nunber .

c. Commanders of installations that have been desi gnated as
an ERS or AHw | [ --

(1) Establish and operate a DEFD.

(2) Appoint a DEF custodian to maintain the DEFD and
performthe foll ow ng tasks:

(a) Receive, file, and safeguard DEF per this
regul ation and appropriate security regul ations.

(b) Maintain a filing systemto assure DEF are readily
identifiable and available for their intended use. Files should
be identified by submtting command or activity, and broken down
by staff elenment/office of the command/ activity. To ensure
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quick retrieval of the docunents on-hand in the DEFD, the white
copy of AMC Form 1437 will be annotated with the cabi net and
drawer where they are filed.

(c) Perform physical inventories of DEF annually (see
appendi x F, Annual Inventory Schedul e) upon receipt of AMC Form
1437. Take all actions necessary as indicated on the form i.e.,
retain, destroy, or return; identify any discrepancies by
annotating the formand returning it to the originator.

(3) Require designated functional counterparts (DFC) to
review and evaluate files submtted by the Alternate Headquarters
DFR and to communicate with the DFR to ensure adequacy of files.

d. The DEFPM wi || --

(1) Be the focal point in the command, installation, or
activity for the activity DEFP

(2) Monitor the activity DEFP and ensure all requirenents
are met.

(3) Ensure DFRs and DFCs are appoi nted and mai ntai n nanes,
grades, job titles, office synbols, and tel ephone nunbers of
appoi ntees. Annually, send an updated list to the appropriate
DEFD cust odi an.

(4) Wien a visit to the DEFDs is deened necessary, a
witten report should be submtted to the activity conmander
within 30 days of the visit, evaluating the programat the DEFD
visited and recommendi ng corrective actions. A copy of this
report will also be provided to the activity visited and to HQ
AMC, ATTN. AMCIOF. A checklist for use during these visits is
provi ded at appendix G Itens 12 through 14 on the inspection
checklist are designed specifically for the DEFPM A sanple trip
report is provided at appendix H  This visit may be performed by
a representative of the DEFPM e.g., by an individual fromthe
activity staff elenent as an incidental task to other m ssion
travel .

(5) Have the head of each submitting organi zation review
their requirenments each year, and sign the current annua
assessnment of their reconstitution files requirenents.

e. The DFRw || --

(1) Be the functional point of contact for the staff
element for all matters pertaining to the use of the DEF
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(2) Forward required docunents to the appropriate DEFD.

(3) Ensure that EGANFS (DA Form 4541) are prepared by staff
el ements for each essential war function listed in Chapter 5 to
AMC- MOPES. EGANFS wil | be authenticated by the chief of each
or gani zat i on.

(4) Review EGANFS and ot her docunents in the DEFD annual ly
for currency and conpl eteness. Assure the EGANFS identifies
ADP/ COOP (lItem #10) and Reference (Item #11) needed to support the
function.

(5) Review essential war functions checklist for the staff
activity no less than annually and ensure it is conplete and
current, and is supported by EGANFS and ot her required docunments in
t he DEFD.

(6) Coordinate with functional counterparts at the AHto
ensure functional counterpart is aware of AH requirenents and
files are adequate to performrequired functions under energency
conditions. Caution nust be exercised in tel ephone conversations
inreferring to DEF. The use of STUIIIl is recomended.

(7) Visit applicable DEFDs and functional counterparts at
the AH as deenmed necessary and submit a witten report to the
activity DEFPMwi thin 30 days of the visit, evaluating the DEF and
AH operating procedures at the site visited and recomendi ng
corrective actions. A copy of the report will also be provided to
the activity visited. This visit nmay be perfornmed by anot her
functional specialist within the staff elenent as an incidental
task to other mssion travel. Visits to the MDEFD and ERS are
primarily to check adequacy of the files, maintenance, and
retrievability. Coordination with functional counterpart is not
appl i cabl e.

f. The DFC will--

(1) Communicate with the functional representative and
keep himher informed as to the adequacy of the files. Caution
nmust be exercised in tel ephone conversations in referring to DEF
The use of STU III is reconmended.

(2) Meet with the designated functional representative
during the latter's visit, and discuss the files in relation to
functions that will have to be perforned during an energency.

8. Third-party subm ssion of DEF. a. Files submitted to
the AMC MDEFD, or an AH or ERS, by one command, installation, or
activity on behalf of another (functional proponent) are third-
party subm ssions.

7
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b. Functional proponents requiring third-party subm ssions
Wll--

(1) Coordinate requirenent with submtting activity and
DEF cust odi an.

(2) Furnish name, address, office synbol, and tel ephone
nunber of action officer/DFRto the third-party submtter and DEF
cust odi an.

(3) ldentify third-party submtters in Item 11 of EGAFS
(DA Form 4541) .

(4) Third-party submtter should identify the supported
function in the remarks section of AMC Form 1437 and provi de a
copy to the appropriate DFR
9. References.

a. Executive Oder 11490, Cctober 30, 1969, Assigning
Emer gency Preparedness Functions to Federal Departnents and
Agenci es.

b. AMC MOPES, classified SECRET

c. AR 25-1, The Arny Information Resources Managenent
Pr ogr am

d. AR 25-50, Preparing and Managi ng Correspondence.
e. AR 340-26, Duplicate Energency Files Program

f. AR 380-5, Departnent of the Arny Information Security
Pr ogr am

g. DA PAM25-1-1, Installation Information Services.
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The proponent of this regulation is the United States
Arny Materiel Command. Users are invited to send
coment s and suggested i nprovenents on DA Form 2028
(Recommended Changes to Publications and Bl ank For ns)
to Commander, HQ AMC, ATTN. AMCI O F, 5001 Ei senhower
Avenue, Al exandria, VA 22333-0001.

FOR THE COMVANDER

OFFI O AL: JAMES M LI NK
Maj or General, USA
Chief of Staff

LEROY TI LLERY
Chief, Printing and Publications
Branch

DI STRI BUTI ON:

Initial Dstr H(44) 1 ea HQ Acty/ Staff Oc
LEAD (SICLE-DO-1) (2)

AMCI O | - SP st ockroom (15)

AMCI O F (20)

Separate Reporting Activities (SRA) (2 ea)
AMCOM AVSAM RM FD ( 4)

AMCOM AMSAM SMO (Li brary) (4)

ARL/ ANSRL- Cl - TG (4)

CBDCOM AVBCB- CI R (4)

CECOM AVBEL- | M BM | (4)

| O AMBI O | M. (4)

LOGSA/ AMXLS- 1 M (4)

SSCOM AVBSC- S- | Vs (4)

STRI COM ANMSTI - CS (4)

TACOM ANVSTA- DRM ( 4)

TECOM ANMSTE- CT- N (4)

USASAC/ AVBAC- | M O (4)
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APPENDI X A
EXPLANATI ON OF TERMS

A-1. Primary headquarters. A headquarters whose functions are
taken up by an alternate headquarters when it (prinmary
headquarters) cannot function.

A-2. Alternate headquarters (AH). An existing headquarters
or conmand which is predesignated to assune the responsibilities
and functions of another headquarters under prescribed energency
condi ti ons.

A-3. Continuity of Operations Plan (COOP). A plan that
ensures essential functions can continue in any national
energency. Included in this planning are the foll ow ng:

a. Planning to provide continuity of operations.

b. Determ ning which functions are essential to the
oper ati ons.

c. Progranm ng and funding of readiness testing.

d. Announci ng common doctrine of continuity of operations
wi t hi n conmands.

A- 4. Desi gnated functional counterpart (DFC). An appoi nt ed
i ndividual at an alternate headquarters that specializes in or is
know edgeabl e of a specific function, and who, together wth
his/her DFR, will review energency files for adequacy.

A- 5. Designated functional representative (DFR). An

i ndividual that is responsible for the DEFP of an el ement at
primary headquarters. The functional representative is
responsi bl e for ensuring that the proper duplicate energency files
are maintained at the appropriate ERS or AH, to perform energency
functions listed in the AMC-MOPES, or otherw se determned to be
an essential function. Mist also conmmunicate and visit, or direct
t he acconplishnment of a visit with functional counterpart to
ensure adequacy of the files.

A-6. Duplicate energency files (DEF). Essential directives,
i nstructions, prograns, plans, enmergency action procedures, and

ot her docunents required to performessential functions in an
energency, real or sinulated, natural or manmade. These files are
kept at duplicate energency files depositories.
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A-7. Duplicate energency files custodian. A desi gnat ed
i ndividual at the ERS, AH, or AMC MDEFD who is responsible for
filing and mai ntaining the duplicate enmergency files. The
custodian will also performphysical inventories of files and
mai ntai n appropriate inventory records.

A- 8. Duplicate enmergency files depository (DEFD). An area
designated to store duplicate enmergency files for saf ekeeping
(i ncludes ERS, AH, and MDEFD).

A- 9. Duplicate energency files program manager (DEFPM. A
desi gnat ed i ndi vidual who will be the focal point in the comand,
installation, or activity for the program He/she will nonitor

t he program provide guidance, and ensure all requirenents are

met .

A-10. Emergency relocation site (ERS). A site |ocated where
practical, outside a prine target area where all or portions of a
civilian or mlitary headquarters may be noved. It nmay be

i nactive or on a standby basis and may, as a mninum be manned to
provide for the support of the facility, comunications, and data
base. It should be capabl e of --

a. Rapid activation.

b. Supporting the initial needs of the relocated headquarters
for a predeterm ned peri od.

c. Expansion to nmeet wartine requirenents of the rel ocated
headquarters.

A-11. Essential functions. Indispensable functions of an
activity that nmust be performed during an energency.

A-12. Essential General War Function Statenment (EGAFS), DA
Form 4541. A docunent prepared to describe specific actions to
be taken to performa function in an energency. As a mninum al
activities should have EGAFS and files identified therein at the
MDEFD. In addition, those activities assigned an AH and/or ERS
(HQ AMC only) will also forward EGANS, w th supporting docunents
to the AH and ERS. Docunents needed to perform subfunctions are
also listed on the statenent, along wth communi cati ons and ADP
support required.

A-13. Reconstitution files. Duplicate files kept at the AMC
MDEFD for the purpose of reconstructing files of an activity or
el ement when prinmary files have been destroyed.

A-14. Digital Data Repository (DDR). Al engineering data is
stored plus related docunentations to this sanme |ocation.
A2
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APPENDI X B
FI LE CONTENT AND CRI TERI A

B-1. Contents. a. Duplicate energency files nust contain
sufficient instructions and details to ensure they can be utilized
as intended. Oiginators nust be aware that these records may be
utilized by individuals who may not be totally famliar with the
procedures of the primary headquarters. Files should contain as a
m ni mum -

(1) Mssion and function statenents, points of contact,
nmessage addresses, and tel ephone nunbers.

(2) Qutline of specific actions which nust be perforned
under energency conditions describing desired results, references
and reports. The EGAFS, DA Form 4541, is normally used for this
pur pose.

(3) Approved plans or other key docunments required to
acconplish essential functions under energency conditions.

b. Reconstitution files, in addition to the above, nust
contain such informati on as deenmed necessary to successfully
reconstitute the headquarters once the energency situation has
been stabilized.

B-2. Criteria. a. Consideration will be given to the follow ng
when determ ning what material should be prelocated at duplicate
enmergency files depositories (DEFD):

(1) I's the material indispensable to the conduct of
essential general war functions?

(2) Are the records essential for continuance of
operations or reconstitution?

(3) Are records of agreenent with other defense or non-
def ense agencies and private industry avail able to enable
conti nuance or expansion of wartime operations?

(4) Are duplicate energency files such as continuity of
operations plans or procedures, LOGPLANS not on regul ar
di stribution, energency action checklists, readi ness actions
(prepositioned directives), and related inplenmenting instructions
and listings of primary comunications contracts avail able at the
DEFD?

B-1



AMC-R 25-2

b. Aliteral application of the above criteria could produce
an excessive volume of duplicate emergency files. Therefore, the
foll ow ng guidance will be adhered to:

(1) Docunents such as policy papers, administrative
publ i cations, data conpilations, and reports which are known to
receive wide distribution throughout the mlitary establishnent
will not normally be stored in DEFD. This guidance is al so
applicable to material which is dissem nated to several elenents
conmensurate wi th assigned functional responsibilities. The
of fice of record (originator) will store the record if the record
i s deened essenti al .

(2) Action will be taken to ensure that coordination is
ef fected so that docunents such as prograns and plans which are
required by nore than one el ement are not duplicated.
Arrangenents should be nade so that only the internal el enment
whi ch has primary interest in the docunent will transmt it to the
depository(s) for overall comrand use.

(3) Docunents such as AMC and DA regul ations and circul ars
need not be submtted to the AMC MDEFD, for they are on pinpoint
distribution for such publications. It is the responsibility,
however, of each elenent to ensure that necessary | ocal
publications are avail able or request the MDEFD to establish
pi npoint distribution to ensure future availability.

(4) Technical publications necessary for operations that
are peculiar to a particular element will be maintained at the AMC
MDEFD only on request. Annual verification of the requirenment for
a peculiar technical publication nust be provided by the el enent,
preferably at the sane tine the annual inventory is submtted.

(5) Elenents desiring the maintenance of other
publications (technical manuals, etc.) should transmt copies of
such publications by AMC Form 1437 to the appropriate files
depository.

(6) If possible, send vital records on disks, this wll
enabl e AMC MDEFD to hel p the requesting organi zation (during an
enmergency) to nore quickly update their data base after the
ener gency has passed.

(7) Those el enments desiring to e-mail small docunents

directly to the AMC MDEFD, for storage should call DSN 939-1520,
for the current e-nail address.

B-2



AMC-R 25-2

c. Wthdrawal of data fromduplicate energency files for use
ot her than the intended purpose requires justification and
approval fromthe elenent for which the files are stored. This
does not preclude tenmporary withdrawal s for reproduction purposes
to satisfy a requirenent, but they nust be returned | MMED ATELY to
t he depository.

B- 3. Engi neering records, optical disks, and technical
data files. Conmanders and program project/product managers who
have engi neeri ng

or national procurenent and production mssions will store a set
of current vital engineering records and techni cal data packages
(TDP) at the AMC MDEFD. Data stored on optical disk will be
duplicated on optical disks and stored at an alternate DDR site
under the DDR COOP.

a. Engineering records, optical disks, and TDPs enconpass
production drawi ngs and associated |ists, specifications,
st andards, purchase descriptions, bills of material, inspection
and packagi ng data, and technical package lists, as well as
records and scientific information relating to research,
devel opnent, engi neering, test and eval uation, production,
operations, use, and mai ntenance of the munitions and mlitary
suppl i es and equi prrent for which AMC has m ssion responsibilities.

b. The determ nation of mission itens covered by these
engi neering records, optical disks, and TDPs is the responsibility
of the commander or program executive
of fi cer/ prograni proj ect/product rmanager. Wile the conbat
essential philosophy will have enphasis under general war
operations, a current set of itemdata should be naintained at
the AMC MDEFD, DDR primary and COOP sites, or other approved
| ocations in support of mlitary forces of the United States, its
allies, and other approved mlitary aid prograns.

c. Engineering records and TDPs (paper records) will be in
the nost recent configurations. The conplete historical files
consisting of the original data plus all revisions will be
retai ned by the responsible AMC el ement and depository. Conplete
instructions for adding newinformation will be clearly stated on
the AMC Form 1437 with applicabl e standi ng operating procedures
(SOP) which are updated as necessary to ensure proper file
mai nt enance.

d. The docunentation for itens under research and
devel opnent, which show prom se of early fielding, type
classification, etc., will also be included in engineering,
opti cal disks, and technical data files.

B-3
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e. Engineering and technical data in the nediumof aperture
cards should be divided into two naj or categories: draw ngs and
docunents. The documents shoul d be divided into sections by type
of docunents they contain (usually indicated by prefix). They
shoul d al so be in al phanuneric order acconpanied with one machine
i ndi vidual aperture card tabulation listing, if unclassified; two
listings, if classified.

f. Procedures for the mai ntenance and storage of engineering
techni cal data on optical disks are contained in the DDR  For
t hose el enents using the Joint Engi neering Data Managenent
Informati on Control System (JEDMCS), it will not be necessary to
forward the TDP to the MDEFD. However, those who have aperture
cards stored at the MDEFD are responsi ble for updating the NMDEFD
files and inform ng the MDEFD custodi an when they becone obsol et e.
As it is not planned to put a JEDM CS at the MDEFD, aperture cards
presently on hand will be maintained until the data is included in
DDR or becones obsol ete.

g. Engineering and technical data docunentation that cannot
be stored on optical disks at this time will continue to be
forwarded to the MDEFD in hard copy or m croform

h. The MDEFD wi Il not maintain duplicates of engineering
technical data. |If an elenent requests a particular item of
technical data, the itemw || be provided to the requesting
el ement to reproduce. The requesting element will copy the item
of technical data and return the original to the MDEFD as
expedi tiously as possible.

i. Information on the JEDM CS COCP nmay be obtai ned by
contacting the AMC Deputy Chief of Staff for Research, Devel opnent
and Engi neering, ATTN. AMCRD-1EE, DSN 767-5100.

B-4. Emergency operating files. Selection of energency
operating files will be based on what functions are to be
performed. As a mninmum each essential war function listed in an
el enent's COOP nust be docunented. DA Form 4541 will be used for
thi s purpose.

B-4
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APPENDI X C
ADM NI STRATI VE PROCEDURES
C 1. AMC Form 1437, Docunment Transmttal and Inventory.

a. AMC Form 1437 will be used as the neans of transmtting
duplicate enmergency files to the enmergency files depositories.

b. In nost instances, AMC Form 1437 will be used to transmt
a single docunent. Were bul k shipnent (not applicable to paper
copy) is concerned, |ocal procedures will be devel oped to

identify, account for, and naintain the files. A listing would be
prepared and attached to AMC Form 1437 acconpanyi ng the bul k
shipnent; e.g., a narrative description to include approxinmate
nunber of mcrofiche, optical disks, etc., should be used to
identify the material. AMC Form 1437 nust be attached to each
docunent even though the following forns are used:

(1) DA Form 3964 (d assified Docunent Accountability

Record).
(2) DA Form 455 (Main and Docunent Register).
(3) AMC Form 1438-R-E (Annual Inventory Listing).
c. Fill inall information required on the form except that
which is to be conpleted by the files custodian. It is essential

that the office reference synbol, as well as the office
designation be inserted in the block titled "Directorate, Ofice,

Division." Further, if you have records at the depository which
were forwarded under another office synbol, indicate the former
of fi ce synbol next to your present office synbol. This wll

assi st the custodian in identifying the records to be destroyed,
returned, etc. Enter no classified information, but be specific
inlisting the docunent on the form e.g., AMC Continuity of
Qperations Plan, rather than Continuity of Operations Plan.

d. The white and green copies will be securely attached to
t he docunent being transmitted. Varying |ocal procedures may be
devel oped on the use of the pink and yellow copies. Usually the
pink copy is retained by the originator and the yell ow copy by the
functional representative of an elenent. Retention of a copy of
AMC Form 1437 is vital for readiness review purposes, as well as
for annual screening and inventory purposes.
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e. The white and green copies will be used by the custodi an
at the DEFD. The white copy wll be used as a basis for
mai ntai ning a master list of all docunents on hand and where they
are filed. The green copy will remain attached to the docunent as
a neans of identification and will be destroyed with the docunent.

C-2. AMC Form 1438-R-E, Annual Inventory Listing (RCS
exenpt: AR 335-15, paragraph 5-2g).

a. AMC Form 1438-R-E will be used for recording | ocal
inventory and maintaining the files in current status.

b. ERS and AH depositories:

(1) Elenents which transmt material to ERS and AH
depositories will screen their files annually, per the annual
i nventory schedul e at appendix F, to determ ne adequacy and
currency of the files.

(2) AMC Form 1438-R-E will be prepared for each of these
depositories utilizing the past year's inventory updated by new
records forwarded on AMC Forns 1437, listing the material stored
and desired disposition, i.e., retain, destroy, return. Two
copies of the fornms will be forwarded to each depository.
Depository custodians will then make a physical check of the
stored material using AMC Form 1438-R-E;, acconplish the actions
directed and annotate both copies of the formand return one copy
to the originator. Custodians will retain one annotated copy of
the formas a record of authority for actions taken. This
inventory will be retained until replaced by the next inventory
listing.

c. MDEFD:

(1) According to the schedul e at appendi x F, the NMDEFD
custodian will send each activity with docunents stored at the
depository, an annual listing, all information will be provided
with colums | abeled "Retain," "Destroy," and "Return."” The
recipient will then check the inventory, indicate appropriate
action, and return it to the MDEFD within 30 days.

C-3. Privacy Act requirenents. a. Duplicate energency files
do not constitute separate systens of records under the Privacy
Act, and do not require a unique systemnotice. Existence of

t hese records should be indicated by the foll owi ng statenent under
| ocation entry of applicable systemnotice:
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"Duplicate copies of these records are nai ntained at sel ect
depositories, |ocations of which are classified. These copies are
used in the event of a national energency to performthe
function(s) listed below (SUWRARI ZE | N UNCLASSI FI ED FORM . "

b. Specific location of COOP records will not be identified
in systens notices, since this information is classified
CONFI DENTI AL, except for the MDEFD | ocation, which is
uncl assi fi ed.

C-4. Security. a. The locations where duplicate emnergency
files, except the MDEFD, are stored are classified CONFI DENTI AL
when related to the activity. Accordingly, material will not be
addressed to enmergency relocation site or alternate headquarters
as such. Miling addresses, as indicated in the AMC- MOPES, (or
specific COOPs) will be used by elenents to forward docunents to
energency files depositories.

b. Should emergency files be issued to staff representatives
during an exercise, they will be returned to the depository using
the recei pt systemestablished at the depository. Upon issue,
classified docunents will be controlled per AR 380-5.

c. During the early stage of an emergency, norna
adm ni strative control of classified docunments nmay be wai ved.
However, waivers will not reduce security to the extent of
endangering the nation. The enmergency files may be transferred to
aut hori zed personnel on bulk receipt in the event of such waiver.

d. Since the nature and | ocation of energency files is
sensitive information, care will be exercised to ensure that
files, as well as forns used for the transmttal and inventory
pur poses, do not violate security regulations. The abbreviations
"ERS'" and "AH' will not be annotated on any energency files or
associ ated material, and any required correspondence material will
not refer to continuity of operations or COOP.

e. Duplicate energency files may vary fromunclassified to
TOP SECRET. (assified docunments will be transmtted per
appl i cabl e security regul ations for safeguardi ng and control
purposes, in addition to the use of AMC Form 1437.

f. Prior to transmtting material which requires specialized
security clearance, coordination will be effected with the DEFD to
ensure that its personnel have the required cl earance to accept
and maintain the material.



AMC-R 25-2

. No classified information will be entered on AMC Forns
1437 and 1438-R-E. If location of the alternate headquarters or
the emergency relocation site is entered on the forns, the forns
nmust be classified CONFI DENTI AL. The |ocation of the master
duplicate enmergency files depository is unclassified.
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AMC-R 25-2
CLASSIFICATION
ESSENTIAL GENERAL WAR FUNCTION STATEMENT
PARYT A
[T NEEPONBIBLE AGENCY 2. DATE
3. FUNCTION
& SUBFUNCTION B. PHASE(S)
# SPECIAL BKILLS (If required)
PART B
7. ACTIONS REQUIRED (Who. what, when, Aow. where)
{c on rev i/ nec YL
8 COORDINATION
e INTEANAL |b. EXTERNAL
|
!
|
|
PART C
9. COMMUNICATIONS REQUIREMENTS (MEDIA) (P—PRIMARY. A—ACCEPTABLL ALTERNATE) (Enter “P” or "A" in box(es) o
appropriate. )
D RECORD jvoice SECURE D FACSIMILE
D DATA (ADP) D COURIER
70. ADP SUPPORT (If applicebis — cutomatsd reports by RCS. titie and aulomatea system. access {0 real-{ime automsted daia dasts 0y ADF
cyostem. ;

FORM EDITION OF 1 AUG 78 1S OBSOLETE
DA 10EC TS 4541 CLASSIFICATION

D-1
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CLASSIFICATION

PART D

11. REFERENCES

PART B (CONT'D)

7. ACTIONS REQUIAED (Cont'd)

CLASSIFICATION

n_9




APPENDIX E

AMC-R 25-2

DOCUMENT TRANSMITTAL AND INVENTORY

(AMC R 25-2)
TITLE OF DOCUMENT
THRU: FILES COORDINATOR: DATE FORWARDED:
TO: FROM: DIRECTORATE, OFFICE, DIVISION
FILE CABINET NO. DRAWER NO. FOLDER NO. ITEM NO.
DATE OF SECURITY SECURITY
DESCRIPTION DOCUMENT | GLASSIFICATION | CONTROL NO. REMARKS

D THIS DOCUMENT IS A NEW ADDITION

[:I THIS DOCUMENT MODIFIES

|:| THIS DOCUMENT REPLACES

|:| OLD DOCUMENT IS TO BE REMOVED AND DESTROYED

|:| OLD DOCUMENT IS TO BE REMOVED AND RETURNED

TO BE COMPLETED BY FILES CUSTODIAN

DATE RECEIVED

DATE POSTED

DATE DESTROYED

AMC FORM 1437-R-E
30 AUG 89

NOTE: If you show an address of a depository (per appendix C, para 4a) other than that of the MDEFD, you must classify this
form CONFIDENTIAL. You may use the location codes listed in Chapter 12, AMC-MOPES, to avoid classifying this form.

E-1
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F-1.

F- 2.

consi dered del i nquent.

APPENDI X F

ANNUAL | NVENTORY SCHEDULE
1st Quarter (due in NLT 31 Dec):
(1) ARL.
(2) AMCOM and subordinate activities.
(3) TACOM and subordinate activities.
2d Quarter (due in NLT 31 Mar):
(1) 10C and subordi nate activities.
(2) CBDCOM and subordi nate activities.
3d Quarter (due in NLT 30 Jun):

(1) HQ AMC and separate reporting activities.

(2) CECOM and subordinate activities.
(3) STRICOM and subordi nate activities.
(4) USASAC and subordi nate activities.
4th Quarter (due in NLT 30 Sep):

(1) SSCOM and subordinate activities.
(2) TECOM and subordinate activities.

Inventories not received by the above dates wl|
Custodi ans of the ERS and AHs will notify

be

the head of the activity of the nonreceipt of the annua
with a copy to HQ AMC, ATTN. AMCI O F.

F- 3.

The MDEFD custodi an will

AMC-R 25-2

i nvent ory

provi de each elenent with a

conputer printout of docunents on hand by the dates shown above.

Upon recei pt of the printout,

paragraph 2c, will be foll owed.

F-1
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INSPECTION CHECKLIST

AMC-R 25-2

TASK: Duplicate Emergency Files (DEF)

SUBTASK: DEF Depositories

THIS CHECKLIST: Maintenance and adequacy of documents
ORGANIZATION:

ACTION OFFICER:

REVIEWER: (Chief of the Organization)

DATE COMPLETED:

1. Is there an Essential General War Function Statement (EGWFS) on hand for each war function listed in the
AMC-MOPES?

RESPONSE: YES NO NA

2, Are the documents listed on the EGWFS (ltem 11

~—

available at the depository?

RESPONSE: YES NO NA

3. Does the custodian have a master list of all documents on hand?

RESPONSE : YES NO NA

4. Is the location of where your files are stored shown on the master list?

RESPONSE: YES NO NA

5. Can your documents be retrieved quickly?

RESPONSE : YES NO NA

6. Is your up-to-date annual inventory on file at the depository?

RESPONSE : YES NO NA

7. Has your functional counterpart reviewed your DEF (AHs only)?

RESPONSE : YES NO NA

8. Does your functional counterpart feel they are adequate to perform the essential war functions listed?

RESPONSE: YES NO NA

9. Does your functional counterpart feel your EGWFS(s) describe your essential war functions in sufficient
detail so that he/she could perform them in an emergency?

RESPONSE : YES NO NA

AMC Form 2836-R-E (Previous editions of this form are obsolete.) (Continued on reverse)

G-1
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10. Are changes to documents being posted to basic publication or being filed in same folder?
RESPONSE : YES NO NA

11. Do the EGWFS identify communications/ADP support to perform listed functions?

RESPONSE: YES NO NA

12. Has inventory of files been conducted within the past year?

RESPONSE: YES NO NA

REMARKS: (If reply is "No", list staff elements who have not conducted required inventory).

13. Have function representatives visited DEFD to review their files within the past 2 years?

RESPONSE : YES NO NA

REMARKS: (if reply is "No", list staff elements who have not made bi-annual visit).

14. Does the DEFD have procedures for issue and control of documents when it is necessary to use
documents during exercises or real emergencies?

RESPONSE : YES NO NA

REMARKS:

15. Are files arranged by supported activity and/or functional element?

RESPONSE : YES NO NA

REMARKS:

16. Have EGWFS(s) been authenticated by the Chief of the organization?

RESPONSE : YES NO NA

REMARKS:

17. Are storage facilities proper and adequate to prevent damage to sensitive files such as PC disks and ADP
tapes?

RESPONSE : YES NO NA

REMARKS:

NOTE: Where your response is "no", cross-reference to where corrective action plans can be found. If
corrective action is made during the inspection, show your recommendation and corrective action taken in the
"Remarks™ section.

AMC Form 2836-R-E 2 Reverse side
MAR 96
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APPENDI X H
TR P REPORT
MEMORANDUM THRU:  CHIEF, ---------------- D VI SI ON
FOR DEPUTY CH EF OF STAFF FOR --------------- (or head of el enent)

SUBJECT: Trip Report on Visit to the Master Duplicate Energency
Files Depository (MOEFD) * 8 - 10 Apr XX

1. PURPCSE OF VISIT: To perform physical inspection of files
stored at the MDEFD as required by AMC-R 25-2.

2. PERSONNEL CONTACTED:
3. SYNOPSI'S OF ESSENTI AL | NFORNVATI ON:

a. Explain what was acconplished during the trip (a copy of
t he checklist would suffice).

b. Required actions (with recomended taskings and action
of fices).

(1) This should address any foll ow up actions required by
the action officer or recomended taskings for other offices
within the staff el enent.

(2) This should address actions required to be taken by
the head of the elenent visited.

c. Recommendations. Any action recommended, based on above
par agr aphs.

4. REQUI RED FOLLOAUP/ M LESTONES: (i f applicabl e)

*If thisis avisit to an AH or ERS, and | ocation is nentioned,
this docunent nust be classified and contain a paragraph 5.

H1
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5. This Trip Report is classified CONFI DENTI AL because | ocation
of alternate headquarters (or energency relocation site) is
disclosed. (dassification authority would be: AMC- MOPES, and
Decl assify on: QADR)

Encl TRAVELER
(i f applicable) (Si gnature Bl ock)
O:.

Apioropri ate DEFPM
Appr opri ate DEFD Cust odi an
AMCI O F

H2



